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29 September 1960

MEMORANIUM FOR THE RECRUITERS

These memoranda on Qualifications of JOT's and the steps through
which we go in processing candidates are provided in order that you
may have an understanding of the basic principles on which we work.
These notes are for the most part in outline form. Tke membe:’s of
the JOTP staff will be glad to discuss them with you in detail at
any time.

C/JOTP/TR

QUALIFICATIONS OF JOT's

A; In the past we have said we wanted "good men" (and women), Now
that we are the main scurce of Junior professionals, we need them
even more. What, then, dc we call a "good man"?

B. The selection of JOT's is based on these requirements and prin-
ciples:

1. Minimum acceptable qualifications
(a) college degree (any major)

(b) eligivility for SI clearance and FD/G medical spproval.
(Note: In certain cases, waivers of either qualifica-
tion, but not both, will be entertained by the DD/S.
Details for handling the request for waiver in & AaoTe

efﬂg:ient and expeditious manner remain to be woriced
out, .

(¢) willingneas to accept any assigmnment, anywhere in the
world, (For specialists such as economists or acien-
tists who normally would be assigned to headquarters
duty, e.g., ORR and OSI, and wish such assigmment, a
waiver mst still be obtained).

(d) age limits (21 to 35, median about 27, few abowve 30 or
below 23). -
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2. General qualifications

{a)
(v)

(e)

(d)

(e)
(£)
(g)

(n)

(1)
(3)

(x)
1)
(m)

We evaluate as important criteria (no order of esphasisi:
high potential in genersl,
built-in competence in pmf:sasional assetls, such ass

1. demonstrated forpign langnage competence.

" 2. depth in area knowledge (usually obtesined from

prolonged residence or intensive study).

3. experlence in some activity directly related to our
husineas. For example, significant CIC work.

L. specific training in depth in certain subjecis or
categories. ' '

a fine record in college :an’d/or graduate school :(Note:
we make exceptions when candidate possesses outstanding
qualities).

ability to ssll himself to the substantive divisions
(Personality, knowledge, ability, etc.)

good ability o communicate verbally and in writing.
motivation - capacity to become dedicated to our work.

abili;:y to get along with people (other than his owm
"aet® ), '

qualities such as energy, imsgination, ability ™40 take
it," initiative, gocd judgment.

his wife's qualities, interests, and attitudes,

interest in world affairs and the part the USA piasys in
them.,

first rate native intelligence.
maturity (intellectual, emotional).
significant work experience., N
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3. Ve attempt to measure these qualifications and qualities by:

(a) examining complete file including recruiter's estimate
of atiributes and, where appropriate » recormendation
of University Consultant.

(b) psyclas)logical testing (intelligence, attitudes, person-
ality).

(c) medical exsmination (physical and psychiatrie).
(d) individual interviews with

1. JOTP Persomnel Officer

2, JOTP Training Officer

3. Chief/JOTP

L. In some csses by ALE Staff

(e) TS security clearance followed by pre-employment poly--

graph at which time there is also a confirmmatory inter-
view with C/AJOTP,

C. DISCUSSION

1. It is our miasion to £i11 junior professional positions of
all areas of the Ageney except those in which scme highly technical
skills or knowledge are required and for which premium pay i3 given.
We can therefore use first rate people of almost any basic intarest
and academic preparation (It is our job to train and place then
appropriatelygo

2. We recognize that no one person will possess all listed
qualifications to an ontstanding degree. He or she mist,; however,
have brains and know how to use them. Beyond that we attempt %o
weigh the attributes which, if properly developed, will make him
eminently successful in soms area of our work or those which will
sericusly detract from his effectiveness in any assignment. Waat
are his cutstanding assets and liabilities? To what degree can he
compete successfully? Can he eventually make some real contriution
to the Agency's mission and has he the personal force to do it?
These are some of the questions we ask ourselves and must make a
decision on. Because this is a difficult job, we try to obtalin
diseriminating opinions and evidence from as many sources as possible.
In the final analysis selectionh is a matter of opinion and good

Judgment.

3. Special consideration will be given to those of real poten-
tial who:

a, are married.
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b, are between the ages of 25 and 30 and have corresponding
matority.

¢. have had overseas experience (other than a short period
of travel).

_da' have had significant work experience.
€. have completed their military obligation.

L. Attached are interesting lists of qualities that go to make
up a good intelligence officer accurding to the DCI and the IG; that
should be possessed by an executive according to Perrin Stryler and:
that go to make vp the well-balanced, well-integrated indivitual as
derived from our course in Overseas Effectiveneas. Again I 1epeat
that we do not expect paragons, Indeed we have use only for normal
human beings; but in our effort best to serve and to improve the
Agency we feel we must try to judge the degree to which & candidate
has potential for developing some of these characteristics t¢: an
sppreciable degreec above that of the normal employee. Weighing
these intangibles is the most difficult element in the selection
process.

S. With authorization of the expansion of the JOT Progrim also
came the directive that we maintain and better the quality of JOT's
which has made the program successful, The DCI, DDCI, DDS, ]G, and
DIR have been explicit in this regard.

6. Acceptance by the Program means that a man has competed
successfully not only with a large number of reasonably well.--qualified
candidates but also in ocur estimate of his potentlal for sucress in
comparison with former JO7's who have proven their worth. Ak we
gain experience, therefore, the campetition is becoming stiffer.

But by the same token, as we improve the Program for those o1: board.
the appeal to the first-rate; discriminating candidate is greater.
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Knowledge and Under- Perceptive about People Interpersonal Relations
standing of People Able to work well with Leadership
others under all conditions
Judgment Discern between fact and Judgment
. fiction Decisiveness

Distinguish between essen-
tials and non-essentials

Energy ' Initiative
Ambition
Drive
Inquisitiveness Inquisitiveness . Intellectual Curiosity
Imagination Ingemuity
Balance Emotional Stability
Open-mindedness A - Fairness -
Flexibility }
Thoroughness Appropriate attention Conformity
to detail Dependability
Self-expression Express ideas clearly,

briefly, interestingly

Loyadty, dedisation,
integrity

Lyman Kirkpatrick’s "10 Qualities of the Ideal C/O"
LI Mualities of tne Good Intelligence Ufficer”
:arr’;h :J\ai"'ﬁ‘ﬁﬂr!l“ﬁ & XBCD LIVE WD) Liess
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Cooperate
Collaborate

Compete

Compromise @ :

Commnicate
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The Normal Selectlon Process of JOTt's
After Submission of File by FRB/OPers

A. Review of file by PO/JOTP
le Recrulterfs Report

(a) personal history

(b) employment record

(¢) Excerpts of reports sbout him
(d) special assets

(e} personal attributes

(f) recommendation

2: Comments by PO/JOTP

(a) qualifications

(b) clean file

{c) medical and/or security qualifications
(d) GS grade appropriate

(e) peneral estimete

Boe Review of file by TO/JOTP
lo Evaluagtion of recruiter's report
2s Evaluation of comments by PO/JOTP
3s quierw PHS for sipgnificant points
Lo Study University Consultant's report where availsble

(a) reputation with faculty, mates
(b) activities and positions held
(c) performance

(d) CEEB results

(e) attitudes

(£) personal characteristics

{g) recommendstion
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Bo (Continued)
5, Evaluate academic record(s)
(a) quality of record(s)

(1) particularly last year

(2) major subject

(3) language training and competence - speaking or reading or
both

(h; objective test results (AE)

(5) honers, awards, etce

(6) disciplinary record, if any

(7) English marks

(8) tremds, i.e., improve or not

(9) entrance eriteria

(10) internal inferences

(11) other tests - GPE, LSAT, FSO, FSEE, if availsble

(b) quality of imstitution(s)
6o Note outstanding usefulness, attributes, and special interest casss
To Check GS=grsde

Be Decision

(a) reject (in which case explain why for guidance of recrulter
who receives specially prepared sheet in every case/'o

(b) cut "tamporsry® action and either _

(c) hold in suspense for test results; or

(d) bring to Headquarters at government expense for medical ane
psychiatric examinations and 3 interviews by PO/JOTP, TO/JOTP,
and C/JOTP, (In some cases, also for AXE testing and perhups
short assessment, if necessary).

NOTE: At this point take, to svoid confusion, the typical case of the
candidate who has been tested and has been brought to Headquartess for PEY
and JOTP interviews. Non-typlecal cases are handled in the same manner but
with adjustments as timing mskes necessary. Candidate has now awrived at
office of JOTPe He first re-reads sad signs again the secrecy azreement
he executed when first interviewed. Re also hgs opportunity to read an
unofficisl brochure on intelligence and employment in the JOT Program of
CIA as well as certain overt speeches by the DCI, DDCI, and IG and author-
ized published articles on intelligence.
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C. Interview by PO/JOTP
1l Review of all date to date
2o Explanation of employment in CIA and JOT Program
30 Promotions and futwre opportunities
ho Check list; data and findings
5o Plans, timing, and availability
6o Procedures, TS clearanca, polygraph, and final comuitment
70 Elielt
(a) attitudes re overseas
(b) ethics and morals
(c) reel interest in Government employment
8+ Reach agwement on 35S prade
9o Written recommendation
D. Interview by TO/JOTP
1lc Intensive review of all data before seeing candidate

(a) 201 file (cf A and B)
(b) test results

(1) intellectual ability

(2) language sptitude

(3) personality traite

(L4) writing ebility

(5) recomnendation on suitability

(6) specisl commenta

(7) there is mo "passing" merk on aptitude tests; balance
score agaiast other evidence.

20 Complete explanation of this service and obligations to it
3¢ The JOTP (soft sell)

4o Discussion of abilities, interests, and past experiences ia
relation to the various types of aetivitles we engage in
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Ds  (Continued)

Se
6o

15

Answer questions, during which and in addition to

Elicit

(a) ethics and morgls

(b) true attitude toward overseas work

{c) wife's attitudes and interests

(d) true interest in employment with us or "just shopping"
(e) true language competence

Evaluate wherever possible substantial evidence on Mro Kiykpatrick's
eyiteria®, positive or negative

What can he do or has he done well or best (past experieni:e)

Evaluate "frustration tolerance®, drive, motivation; ability to
react quickly, perscnailty, etco

Estimate eventusl use

Can he sell himself to a using component
Balance total assets agsinst liabllities
Evaluate security consciousness

Give securlty warning

Decision

(a) reject - report to FRB/OPers (cf BeBo(a)o)

(b) continue spplication, write eritical evaluation and »ass on
to C/JOTP

Eo Interview by C/JOTP

1o
20

30

Reviaw of g;_i material

Rewexamination of all criterla and points of agrecment oF disagr<e.
ment with others who have offerad opinions of switability

Anawer unresolved questions

ONF}_DENTIA

T e I o

Approved For Release 2000/09/05 : CIA-RDP65-00005R000100030094-8



Approved For Relggse 2000/99/05 4 GIA-RBP6%-008gHR000100030094-8

BEa

Fa

Ge

Ho

hods Dl TET COR TIR WER e Gme s
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Special emphasis on wife's funections

Clear statement of requirements that may be made of him fncluding
directed assignment

#inal declsion and written evaluation

(a) reject, report to FRB/OPers and discussion wd.th TO/JOTP
(b) accept for Program pending approval by Medical Office

Decision of Medical Office

1o

2o

Disqualified for JOTP

(a) report to FRB/OPers and caneel "temporary action”
(b) check through OPers on possibility of waiver

Approved

copfirm ™temporary action®

Polygraph after TS Clearance

1o
20

EQD

Disqualified - report to FRB/OPers
If approved for employment

(a) check details with PO/JOTP, EOD date, etco

(b) assignment of cover story and procedures

(c) final review by C/JOTP of what we will require, what his
cbligations are, stco. as noted on typed sheet on my desk in
details Answer guestions. Reach agreement. Firm affer of

employment.
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